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To ecarry out all phases of a Hecords Management Frogram as established by Agency Hegulaticns, tarough effec-
tive planning, directing, installing, controlling and supervising methods of records crestion, records
maintenance, and records disposition.

‘]Z:iil x,i.g*! gm' E: {D
Becords Suxveys B 960 maniours initially
Becords Creation
Correspondance Irocedures FA e I IRRADE haiewerienin
40 manhours initially
Forms Control 12 80 manbours training
Heports Control 12 g RADLOUrs tnitially
30 menbours training
dacords Malntensnce
Frocessing Correspondence 40
Top Secret 22
S .
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16
- 48 mansours initially
150 ‘ 1240
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Vitel Materials are those specific items in the possession of
CIA which are essential to the Agency on a continuing hasis and
woich, in the event of destruction, would oonstitute & serious or
irreplaceable loss.

dork I

To obtain from each operating Division or Staff Ciaief within the
logistics 0ffice a schedule of material considered to be vital to als
operations or functions.

To publish an overall logistics Office schadule of Vital Material
as a guide to personnel that proviaions should be made for depositing
such material and to issue procedures for processing. here possible
to do 8o, additional coples of dooumenis considered vital should be
made and forwarded currently to the Arsa Records Officer for dsposit.
wWhere additional coples are not practical, ths intent is to establish
an automatic follow-up by the Area Records Officer to arrange micro-
£ilming and deposit of the filmas,

To execute proper deposit forms, forward all material received to
tohe CIA Vital Material Officer, and maintain centrally in the Adminis-
trative Staff receipts and records of all deposits.

To review periodic machine record inventories received from the
Repository and request withdrawal of obsolete or replaced material and
to make trips to the Hepository as necessary to become familiar wita
the operationa of the system and with logistios Office material on
deposit there.

To actively sasist tue Divisions in seheduling or preparing nae
terial for deposit, and to maintain working 14aison with the CIA Vital
Regords Officer and Records Management ( fflcers within otber components
of the Agency to ensure that adequate materinl effecting this Office
1s deposited by other components - Ixamples: Tables of Organization
and Rasic Personnel hecords - Budgel Records.

dustiLication

3uch a program is required by CIA Regulation and is essentil 25X
to continuing operation of the Office in case of disaster., Overall super- 1
vision must be centrally assigned in order to avoid duplication of deposiis
&ithin our Office or with other components of the Agency.

) It is estimated that six mannours per week will be required in develop-
, ing this from an inactive stage, and that upon development, it will
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Study and analysis of current and nonecurrent records, both ieade
quarters and Fleld, with a visw to management plamning, improvement in
service and teciniques, and to provide for aystematic retirement and
disposal of records

To conduct an initial physical survey of all logistics Gffice
records to cover: location, type of records and penersl description,
method of filing, dates, types of filing equipment used, space ocoupied,
and other pertinent data. Such surveys are to include field installations
for which logistica Uffice bears responsibility. Perlodic inspection
should be made from ieadquarters and an individunl eppointed in tiue f£leld
to carry out established procedures,

fo prepare work sheet forms for all such swveys made and to file
centrally in the Administrative Staff. Such records will sewve as in-
ventories and will be avallable for any required reports or analyses
partaining to records, filing equipment, space ocoupied, or management
surveys.

o make annual reviews of the records of such surveys, physically
recheck and bring up to date, and supplement the information obtained
in the initial survey.

10 conduct spol surveys as found neceasary to fulfill the obli-
gation to retire and dispose of records as required by Iublic Law, or
in connection with establisiment or elimination of forms and records.

Juatificatio

necords Surveys are a requirement of CIA &tgulation:kxﬂ con=-
stitute the basis for all other phases of Records Managenent, particu-
larly the orderly relirement of records and establishme:i of Disposal
Jehedules as required by Public Law, 3Such surveys and resulting in-
ventories have meny uses from a management point of view.

dapbouxa lequired

It is estimated that 9C0 manhours, or approximately sixz months will
be required to make inltial surveys. OSuoh surveys naturally can be made
only with the cooperation of and at the convenience of the operating
elamenta, After the initial surveys, eight manhcurs per wesek should
suffice for revievs and annual surveys; additions and cianges to inven—
tories; and required spot surveys to meet current needs.
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Review and control of the creation or moposed creation of records
in the forms of Correspondence, large groups of records, reports, or
printe¢ forms,

Initiate Logistics Uffice kotices and Instructions designed to
keep personnel currently informed of accepled Agency format for
correspondence, mumber of copies required, signatures required,
and method of Frocessing correspondence within the Office.

Continucusly spot check to ingure that proper format, spellin;
and grammatical standards are mainteined, unnecessary coples of
correapondence are not being created, and proper point of record
is established.

To offer advice and asslstance to clerical personnel at all
times regarding matters of correspondence roceduce arl to assist
in any € programs established for the clerical indootrination
of logistics Uffice personnel,

b. Forma Control
In collsborstion with the logistics Cffice Methods Examiner tos

i. Farticipate in poposed Agency treining in forms management
and act as contast with the Apancy Forms Management Officer.

ii. Assemble lists and Specimens.of 111 forms ugsed within the
Loglsties Uffice. ‘

11, Issue notice to all personnel that requests for new or revised
forms must be made through the Administrative staff to the Agency
Forms Control Officer, and to prepare consequent instructions
regarding Forms Contrul.

iv. Sereen all Tequests for new forus for: duplication of aist-
ing forms,‘ standardization as to size, binding or panching, etc.,;
tie in with existing or planned systems; number of coples té e
g:::tod; Wetaod of filing to be used; and retirement and disposal

S. :

V. Haintain adqquate records of forms uested and approved
for use in logistics Uffice. T PR
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c. Raparts Control
In collaboration with the logistics Office Methods !xeminer to:

l. Participate in anticipated Agency training in Reports
Management and Control.

:l.éfﬂilnvontory all recurring reports prepared within tue Iogistics
C,

111, Review auch inventory for &iplicaticn of information, proper
distribution to insure full utilization, possidility of consolida~
ting reports, and eliminating umnecessary coplss,

iv. Install a system of Reports Control, whereby all requests for
submission of recurring reports would clear through the Adminis-
trative 3taff; would be considered in the light of existing re-
ports; would be courdinated with the operating element; would be
approved by the proper authority; and the most desirable format,
distribution and point of record established. o

v. FPrepare necessary instructions regarding
format, reporting datea, etc.

Such review of records creation is an integral part of any Records
Manapement Program, ‘

The nedd for correspondence procedures is a continmuing one and
necessary to maintain acceptable standards,

The Agenoy proposes to decantralise forms contiol as applying to )
< forms designed for and used by & particular offioe and 1t will be the /

W of the office to control the need for and proper design
_&bd use of gugh forms, -
\ The need for "Reports Control" is apparent, in that, at present, re-
y quirements for reports are placed on the oporat.ianal alaﬁmt from wﬁ’m—

5o in or outside the logistics Office without regard to existing reports or
7B availability of the required information in other forms of material.

, ‘
a.. Qorrespondence Frocedures

Four (4) manhours weekly.

b. Eorms Control
Lstimated 40 manhours to inventory and aet up required records.

MR
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ecuriy Information
Estimated 30 maniours for training. (Records Management Officer
and Methods Ixaminar,)

Estimated 12 manhours por weok on a continuing basis.

c.. laperts Contrnl

LZstimated &0 manbours for treining,  (Records Manngement Officer
and Methods .)
Estimated 40 hours initially in setting up system and records,

Ustimated 12 manhours per week on a continuing basis.

Tae receipt, recording, controlling, processing, aud £iling of all
office records,

& record of classified documents in compliance witi: Security Regula-
tions; & ocontrol as to where & document may be located at any
pa;;;cular time, and & syspense follow-up of material requiring

To receive, process, control, and maintain Top Jecret and
Registered documents in accordance with Security fegulations and
logistics Office Instructions.

To train ard advise new emplysees and to isaue Logistics Office
Notloes and Instructions as hecessary to insure proper aandling of
Top Secret and Registered material.

To furnish Central Top Jecret Control records ol all receipts
and dispatches as Pequired, and act as liaison in all requests to
ther. To review and declassify or destroy Top Seoret material as

25X1A2G 25X1A2

G

io revise procedures and Instructions as nacessary,
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present sygtem or distribution, followemup ang
filing of cables within the ffice,

i systen of filing
Tecommended by the Agency for 81l gensral ang adminigtrative
files in ogisticg Ulfice,

To centralize filing for the Ofripe ol the
Cross index ang reference '

4 equlmment &

efficiant Cperation; Pequired in thg
o 8ecurity, ang must Decessarily be centrali Lo aveid wory
duplicatim.
Ww,m
a,
40 maniiouypg Por week opn g continuing basis,
0, iop 280ret
<2 manhours Por week on g continuine basis,
25X1A2G
c,

10 hourg per wesk on gy continuing basis,
. Cableg

12 hours Per week un g continuing basis,
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16 hours per week on a continuing basis.

-
afinition

The orderly and systematic retiring of non~current records, both
Hesdquarters and Field, to a securs records area, and the subsequent
diaposal of records as authoriszed under a disposal schedule approved
by National Archives.

To apply present approved Retirement and Disposel schedule to
Office resords and to establish cwpsow-reference and follow-up aysten

to ensure retirement and disposal in accordance with authorized schedules.

After conducting records surveys, to prepare requests to tne National
Archives, through feneral 3ervices Office, for authorized disposal dates
for records, isadquarters and Fleld, not included in present scheduls.

To approve all "Records Retirement Request" forms; arrange for ac-
ceptance and transmittal of the records, which are prepared for storage
by the operating element, and maintain records and locations of all files
atored or disposed of.

To offer advice and essistance as required on matters pertaining to

the dlsposition of records and to lasue any necessary instructions or
procedures.

This phase of Records Management ls mandatory under Public Low and
_ the Agency is comaitted to carry out such e progranm s rapidly as pos-
sible.

Maphours Jequired

8 manhours per week on a continuing basis.
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